COMMUNICATION AND PUBLIC SPEAKING 


KHRITISH SWARGIARY 
and 
KAVITA ROY 


Book Name: COMMUNICATION AND PUBLIC SPEAKING 


Edition: First 


Published by: WRITAT 
PRICE- 299 
PRINTED AT: WRITAT 


ISBN: 9789356649101 


About the book 


The general topics of communication and public speaking are covered in the book 
"Communication and Public Speaking." The goal of the book is to provide readers with a theory 
has been supported of several dimensions of communication and public speaking. This will be 
used by guidance counselors, administrators, students, teacher aspirants, and educators as a 


source book for Skill Paper/Presentation. 


In the prehistoric Athens, public speaking was first studied about 2500 years ago. Men had to 
speak in front of the legislative assembly and in court as part of their civic responsibilities. In 
today's environment, which is loaded with meetings, conferences, and networking events, 
effective communication and public speaking skills are considered key life skills. It can be used 
to relay information, tell stories, inspire action, or do a mix of those things. It has a significant 
impact on the professional world because most jobs are thought to require some level of public 
speaking and good communication abilities. This book offers a starting point for anyone looking 
to develop their communication and public speaking abilities and aids in understanding the 


factors, significance, issues, and solutions. 


PREFACE- 


The art of public speaking is something that many would be interested in mastering, as there is 
nothing more admirable than eloquence when it comes to conveying a message. Today more than 
ever we are interested in expressing ourselves well and reaching certain people with an effective 
message. In this context, the teaching of contents in relation to developing various speaking and 
communication skills has gained significant curriculum plans right from the Higher Secondary to 
the Master Degree Levels in Education and Psychology in all the states of India as well as other 


countries. 


This present book entitled as “Communication and Public Speaking” has been prepared to 


prepared the essential knowledge and information’s regarding the fields of Speaking skills 
keeping in view the requirements of students of B.A, M.A etc under Gauhati University. The 
main text of the book contains four chapters, each of which deals with different aspects of 
speaking skills and art of dealing with people. Finally, a detailed bibliography as reference 
section has been incorporated to increase the authenticity and usefulness of the book. 

I am also very grateful to my loving parents, who highly encouraged me in carrying out this work. 
I shall be ever grateful to the honourable teacher’s, colleagues, researchers, students and other 
persons providing their precious suggestions for further improvement of the book and will be 


thankfully acknowledged. 


Date-june,2022 KHRITISH SWARGIARY 


Place- Chirang 
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CHAPTER: 1 


CONCEPT OF COMMUNICATION 


1.1) Introduction 


Communication is as old as human civilization. The common need for protection led to group 
life. As group life developed, forms of communication also developed. Communication was in 
the forms of codes, indications, signals and expressions. Gradually with the increase in 
population, division of labour, exchange economy, etc., necessitated the development of 
language. In the present day, communication is vital need of every Step in any industrial or 
commercial activity. 

The term communication has been derived from the Latin word, ‘communis’, which means 
common. Literally, communication means, to tell, show, spread the information and inform. The 
term communication is used to signify the process of transferring ideas or receiving it by any 
means such as word of mouth, telephone, telegram, letter, message, etc. Thus, communication 


stands for sharing of information, imparting or conveying ideas and knowledge. 


1.2) Meaning of Communication. 

The English word ‘communication’ is derived from the Latin word communis, which means 
common. The term communication refers to the sharing of ideas in common. In other words, it is 
the transmission and interaction of facts, ideas, opinions, feelings or attitudes. Communication is 
the essence of management. The basic function of management (planning, organising, staffing, 
directing and controlling) cannot be performed well without effective communication. 

In short, Communication is the process of passing ideas, views, facts, information and 
understanding from one person to another. This process is necessary for making the subordinates 
understand what the management expects from them. Communication cannot take place without 
two parties — receiver and the sender. The information which is sent by the sender must be 


understandable to the receiver. 


Communication is as old as human civilization. The common need for protection led to group 
life. As group life developed, forms of communication also developed. Communication was in 


the forms of codes, indications, signals and expressions. Gradually with the increase in 


population, division of labour, exchange economy, etc., necessitated the development of 
language. In the present day, communication is vital need of every Step in any industrial or 


commercial activity. 


The term communication has been derived from the Latin word, ‘communis’, which means 
common. Literally, communication means, to tell, show, spread the information and inform. The 
term communication is used to signify the process of transferring ideas or receiving it by any 
means such as word of mouth, telephone, telegram, letter, message, etc. Thus, communication 


stands for sharing of information, imparting or conveying ideas and knowledge. 


Following are some of the important definitions of communication: 


Communication may be defined as “the transfer of information and understanding from one 


person to another.” 


According to Koontz and O’Donnel, - “Communication may be understood “as the exchange of 
information at least between two persons with a view to create an understanding in the mind of 


the other, whether or not it gives rise to conflict.” 


Newman and Summer- “Communication is an exchange of facts, ideas, opinions or emotions by 


two or more persons.” 


“Communication is the sum of all things a person does when he wants to create an understanding 


in the mind of another’. — Louis A. Allen 


‘It is the process of passing information and understanding from one person to another. It is 
essentially a bridge of meaning between people. By using this bridge of meaning, a person can 


safely cross the river of misunderstanding that separates all the people’. — Keith Davis 


1.3) Communication — Concept 


‘Information’ and ‘Communication’ are often used interchangeably, but they signify quite 
different things. Information is giving out; communication is getting through. Communication is 


the exchange and flow of information and ideas from one person to another; it involves a sender 


transmitting an idea, information, or feeling to a receiver. Effective communication occurs only if 


the receiver understands the exact information or idea that the sender intended to transmit. 
“Sending, giving or exchanging information and ideas”, is defined by Webster’s Dictionary. 


A communication therefore has three parts: the sender, the message, and the recipient. 


The sender ‘encodes’ the message, usually in a mixture of words and non-verbal communication. 


It is transmitted in some way (for example, in speech or writing), and the recipient ‘decodes’ it. 


Of course, there may be more than one recipient, and the complexity of communication means 
that each one may receive a slightly different message. Two people may read very different things 
into the choice of words and/or body language. It is also possible that neither of them will have 


quite the same understanding as the sender. 


In face-to-face communication, the roles of the sender and recipient are not distinct. The two roles 
will pass back and forwards between two people talking. Both parties communicate with each 
other, even if in very subtle ways such as through eye-contact (or lack of) and general body 


language. In written communication, however, the sender and recipient are more distinct. 


The Communication Process 
A message or communication is sent by the sender through a communication channel to a 


receiver, or to multiple receivers. 


The sender must encode the message (the information being conveyed) into a form that is 
appropriate to the communication channel, and the receiver(s) then decodes the message to 


understand its meaning and significance. 


Misunderstanding can occur at any stage of the communication process. 


Effective communication involves minimizing potential misunderstanding and overcoming any 


barriers to communication at each stage in the communication process. 


An effective communicator understands their audience, chooses an appropriate communication 
channel, hones their message to this channel and encodes the message to reduce 


misunderstanding by the receiver(s). 


They will also seek out feedback from the receiver(s) as to how the message is understood and 


attempt to correct any misunderstanding or confusion as soon as possible. 


Receivers can use techniques such as Clarification and Reflection as effective ways to ensure that 


the message sent has been understood correctly. 
Business Communication: 


Business Communication is communication that promotes a product, service, marketing, or 
organization; relays information within a business; or functions as an official statement from a 
company. It is important to acquire the skills of effective writing and speaking. It is also common 
for prestigious companies to insist upon excellent communication skills as a requirement at the 


time of recruitment. 


1.4) THE AIMS AND OBJECTIVES OF COMMUNICATION. 


The primary objective of communication in management is to convey information—instructions, 
policies, procedures, decisions, etc., so the listener will hear, read, understand what is said, agree 


and accept the message, and react as intended by the manager or sender of communication. 


In addition, the manager will probably desire to influence or persuade the employee in a way that 
will help maintain favourable relationships. Other motivating goals or objectives of managerial 
communication may be social interchange, personal advancement, self-expression. Conversely 
the employee also has similar goals of communication in an organization. Role of 


Communication in Organization 


Decision-making is the core of management process. The relationship of communication and 
decision-making is inseparable since decisioning must rely on information. Decision is the 
triggering mechanism of communication. Decision centres also become communication centres. 
The manager is a decision-maker. But all decisions are now based on communication of 


information to the management. 


Management information system has assumed unique importance in modern management. Then 
again we need effective communication for passing on decisions to those involved in executing 


them. Communication enables a group to think together, to see together, and to act together. 


In fact, without communication, there could be no organization. People would be linked by a 
chain of command but they would be acting without a chain of understanding. Poor 
communication leads to poor co-ordination. Similarly, cooperation itself depends upon 


communication. 


Management is getting things done through others. Hence, all management acts must pass 
through the bottleneck of communication. Managerial ideas, plans and decisions are put into 
effect through communication. A management may have the best business plans, but until they 


can be communicated, they are worthless. 


Management communication in the organization has two purposes: 


i. Provision of information and understanding needed for group effort. 
ii. Provision of attitudes needed for motivation, co-operation and job satisfaction. 


The first purpose assures the skill to work, while the second purpose assures the will to work. The 
two together will give us teamwork. Thus, better communication gets better job performance and 


more work satisfaction. Each managerial position is a center of communication. 


The flow of information and understanding may be secured by various devices of communication, 
e.g., words, letters, symbols or messages. Information and understanding are passed to the 


receiver, and knowledge of its effect is passed back to the sender in the form of feedback. 


Motivation and direction both depend on effective communication. Every aspect of management 
requires good communication. As the transfer of information, communication must be 
understandable to the receiver. It is the sum total of all the things one person does when he wants 


to create understanding in the mind of another. It is a bridge between meaning and understanding. 


It involves a systematic and continuous process of telling, listening and understanding. 
Communication is the chain of understanding that binds an enterprise from top to bottom and 
from side to side. No organization can accomplish anything without a chain of understanding to 


support its chain of command. 


The organization chart may establish the chain of command, but it is extremely difficult to 
establish and maintain an effective chain of understanding, i.e., the best system of 
communication. Successful motivation and delegation depend on the flow of understanding 


through the various techniques of communication. 


Management should place greater reliance on the face-to-face communication. It is very effective 
in terms of employee response and interest. Information flow downward is usually assured by the 


chain of command under the Scalar or line organization. 


But conscious efforts are necessary to ensure free flow of upward communication from the 
bottom to the top and this feedback information system is absolutely essential for smooth 
management of a big business. From recruitment to retirement of employees we need effective 


net-work of communication. 


CHAPTER - 2. 


A brief history of communication 


2.1) Introduction 


The invention of writing and in particular of alphabetic writing marked a milestone in cultural 
development. It provided humanity with a new means of communication that literally inscribed in 
stone the spoken word. Communication could now span both space and time. Space, because 
writing could be sent from one place to another. Time, because writing could preserve the words 


for generations to come. 


Since the art of writing was discovered, nearly every form of writing material has been used. 
Some were intended to ensure permanence while others were simple and inexpensive but 

temporary. From the wax notepad of the schoolboy to the grand inscriptions on monuments, 
almost everything we know about antiquity is derived from writings such as those written on 


animals, vegetables and minerals. 


Ancient Temple Warning Inscription in Jerusalem / Photo by once awhile, Wikimedia 


Commons 


Stone was mainly used for writing on permanent monuments and public buildings. The writing on 
stone usually requires the use of hammer and chisel. The most comfortable, accurate and hence 
productive manner of carving stone inscriptions is to hold the chisel in one hand and hit it with 
the hammer held in the other hand. Although this sounds like too simple an explanation, one must 


consider that as most people are right-handed then there would be a tendency to cut the letters 


from right to left. Therefore, we find that the flow of ancient Semitic languages such as Hebrew 


and Arabic run from right to left. Stone is one of the oldest forms of writing material. 


Metal 


Roman military diploma, 80 CE (Museum Carnuntum) / Photo by 
MatthiasKabel, Wikimedia Commons 


Sheets of metal were rarely used for writing or are rarely found. For one, they were expensive to 
manufacture and secondly, the metal was often re-smelted for use as weapons in times of war, so 
few sheets remain. Royal houses sometimes used silver or gold and examples of writing on gold 
has been excavated from the Second Temple period in Jerusalem. More commonly, bronze tablets 
and copper sheets were used to provide semi-permanence and could be stored more easily than 
cumbersome rock. Archaeologists have discovered row upon row of bronze tablets from ancient 


Roman archives that contain details about treaties and decrees. 


Soldiers, honourably discharged from serving in the Roman Army, were given a small bronze 
tablet with their right as citizen recorded on it. These were known as diplomas and we derive 


modern academic graduation from this source. 


Wood 


The use of wood as a writing medium was strictly confined to temporary purposes and not many 
such tablets have survived through antiquity, as the climate in most countries is not conducive to 
their preservation. Apart from some well-preserved palm wood found in Buddhist libraries in the 


East, the only good source of timber tablets is in the dry sands of Egypt, where the flooding Nile 


cannot reach. In antiquity, wooden boards were used for displaying public announcements. The 
Romans called them albums. They were whitened boards that could be sign written and when the 
message became out of date the board could easily be whitewashed and rewritten. The qualities of 
slaves would be written on such boards and they would be made to stand under them while being 


paraded for sale. 


Wax 


Wax tablet and a Roman stylus — Writting with was one with the stylus and Roman period 
point wrote the notes with the flat part of the stylus wiped one writing out again. / Photo by 


Peter van der Sluijs, Wikimedia Commons 


An extremely temporary method of writing was to scratch the record onto wax tablets. These 
were thin wooden boards covered with a fine coating of beeswax. The boards could have small 
holes at one end that permitted a ring to be inserted allowing many sheets to form a flip book. The 
Latin name for this was codex and has become common in referring to any group of bound pages. 
Wax pads were often used as notebooks. At Pompeii, excavations have shown that even contracts 
as important as banking or loans were recorded on wax tablets. This may have been a quick, 
temporary method prior to a more permanent one, much like a secretary might make shorthand 
notes before typing them up. School students used the wax tablet as a writing notepad. Once the 
information was learned the tablet could be smoothed clean for reuse. The wax was written on 
using a sharp stylus, whereby we get the term literary style. A stylus was sharp at one end and 
broad at the other for smoothing out the wax when required. Pads of two or three leaves were 


called diptychs or triptychs. 


Ostraca 


Hieratic Ostracon listing the days of the month / Metropolitan Museum of Art, Wikimedia 


Commons 


These are broken sherds of pottery that have writing scratched onto them. Being basically useless, 
potsherds were discarded. However, as they were made of fired clay they were very hard and 
almost indestructible. Sherds were a good source of writing material but it is certain that they 


were never intended to be a lasting, permanent record. What was probably meant to be only a 


provisional material has, for the archaeologist, survived well in all sites in nearly all countries and 


is a valuable artefact. 


Commonly found in Egypt, as tax receipts, there have been tens of thousands located all over the 


world. 


Writing Materials Developed 


The ingenuity of humans to record their successes, others’ failures and even the most mundane of 
business exchanges can all be found in the archaeological record. Ancient writing was on 
primitive materials but as writing developed so too technology followed with fired clay tablets, 


papyrus and parchment. 


As written forms of language slowly developed the materials upon which the text was applied 
also changed to become more user friendly. Early writing materials consisted of stone, metal 
sheets, wooden boards, wax tablets and ostraca. All of these materials are rigid and rather 
primitive in kind. As the need for better communication and recording occurred so too developed 


better forms of writing materials. 


Clay Tablets 


Summary account of silver for the govenor written in Sumerian Cuneiform on a clay tablet. 


/ Photo by Gavin.collins, British Museum, Wikimedia Commons 


Clay tablets are probably the invention of the Sumerians of southern Babylonia. The use of soft 
clay tablets was popular right up until the Christian Era. Use of clay tablets became widespread 
and was the general means of written communication throughout Mesopotamia and the entire 
ancient East. The system of use involved two parts: The tablet proper, that was fashioned as a 
‘letter’ and formed the inner core of the communication. Shrouding the inner tablet was a folded 
clay ‘envelope’ that completely enclosed the inner tablet. The message to be sent was first written 
on the smaller, inner tablet, while the clay was soft using a thin, sharpened tool to inscribe wedge- 


shaped cuneiform letters that comprised the text. 


This tablet was then fired to harden it and make the message permanent. It was then wrapped in a 
thin sheet of clay that was folded around the main message like a modern envelope. This was 
inscribed with the name of the recipient, the contents of the inner tablet and the name (and 
possibly the seal) of the author. These tablets have been excavated by the thousand, from 
archaeological sites all over the East. There are at least one million tablets held and displayed in 
various museums throughout the world. The envelope system provided privacy to the writer and 


if the seal had not been broken, the recipient would know that no one had read his mail. 


Papyrus 


Papyrus Bodmer VIII, Original: Biblioteca Apostolica Vaticana / Wikimedia Commons 


Another of the vegetable writing materials is papyrus. Apparently invented in Egypt, where long 
papyrus reeds grow along the banks of the Nile River, especially in the Nile Delta region. This 


versatile plant was also used as a fuel, food, medicine, for clothing and for rope manufacture. 


The thick reeds, where peeled of their outer layer and then cut into flat strips. The strips were laid 
out on boards in a criss-cross weaving pattern and gently beaten with a wooden mallet. The result, 
after drying, was a very strong, flat writing surface that could be rolled up. Not only was it a 


versatile writing material it was also very light. 


Large sheets could be manufactured and after polishing each piece with pumice stone, it was 
ready for the scribe. The longer the text of the message then the longer the papyrus page could be 
made. Papyri many metres long have been discovered. The average length of a religious or 


business roll is about ten meters although some are known to have been up to 40 metres long. 


For storage they were rolled to form scrolls. For practical purposes a long scroll was somewhat 
inconvenient. To be read, a scroll had to be unrolled with one hand while the other hand then re- 
rolled it causing only a small portion to be seen at any one time. Because of this awkwardness, 


scroll length became standardized. 


Standard sizes meant that long works, such as Homer’s Iliad and Odyssey, needed 24 scrolls to 
accommodate them resulting in the division into 24 books. Similarly, the books of the bible have 
been shaped by prescribed scroll sizes. Long books such as Samuel and Kings needed to be 
divided into two parts while short books, like the 12 minor prophets could be combined onto one 


single scroll. 


Writing was achieved by using pen and ink. The pen was a slit reed and the ink was a mixture of 
lamp soot with gum and water. This combination was highly durable as evidenced by the survival 
of thousands of fragments of written text. The papyri itself was the weakness of the system. The 


ink had tremendous longevity but fire, dampness and insects easily destroyed the organic papyrus. 


Archaeologists have found documents written on papyrus, rolled up, tied with string and sealed 
with a clay stamp on which the mark of the authority was impressed. More than often the clay 


seal is found but the valuable document that it held has deteriorated and been lost. 


Parchment 


Ipuwer Papyrus / Rijksmuseum van Oudheden, Wikimedia Commons 


The chief rival of Egyptian papyri as a writing material was a surface made from animal skins 
known as parchment. Writing on animal skins was known to be widespread in the Assyrian 


period. The oldest known animal skin scroll is said to be that of the Egyptian 12th Dynasty. 


Parchment is basically leather. Both begin using the same treatment process, with the two just 
having a different ending. Skins are washed, soaked, cleaned of hair and residual flesh and 
carefully smoothed out. To create leather the skins are then treated with tannin, hence the term, 
tanning. For parchment, the skins are not tanned but dressed with alum and dusted off with fine 
chalk. The thinner hides of goats and sheep are preferably used for parchment over the thicker 
hides of bulls. Young animals produced the finest parchment and this is often referred to as 


vellum. 


The dating of the Hebrew manuscript on parchment found at Muraba’at, near the Dead Sea, was 
attested to 750 BC. Parchment appears to have become the normal writing material from this time 


on for permanent records while administrative matters were still recorded on papyrus. 


Parchment is much more durable than papyrus and can withstand hard wear and usage. Papyrus 
rolls were easily torn or damaged by fire (remember that reading at night was with a naked flame) 


and many had to be rewritten or copied. 


Ancient communication 


Ancient man was forced to be creative with communication and keep it consistent to maintain a 
common understanding. When speech originated around 500,000 BCE, communication was 


changed, but the system was not perfect and needed assistance. 


While verbal communication was used in ancient times, symbols and images were still used to 
portray information. The earliest proven form of this is cave paintings. These images usually 


included scenes of hunting wild animals or stencils of human hands. 


Communication for ancient man became more complex as variations of cave paintings evolved 
into pictograms. Pictograms are images that represent a simple place or object. Later, ideograms 


were created and used to communicate concepts. 


People during ancient times can often be depicted as savage and unintelligent, but the opposite is 
true. The communication crafted during this period moved from simple drawings of people and 
animals to visual communication that could express entire ideas with one symbol. Their brain 
power fueled the original use of all types of communication that evolved into the channels we use 
today. While communication saw a lot of advancements during ancient times, that was only the 
beginning. Want to learn more about Internal Communications Software? Explore Internal 


Communications products. 


2.2) 15th and 16" century communication 


Communication saw new developments between ancient times and the 15th century. But if we 
dove into all of that, our entire history would be reading or writing about communication’s 
history. While it is interesting, we’ve all got things to do. So I'll keep it brief: For the most part, 
communication before the 15th century included verbal communication and limited written 
communication. People spoke to each other and wrote handwritten notes for an individual or a 
group. This all changed after the printing press was invented. The Bi Sheng and Wang Chen 
dynasties in China invented the first printing press in the 1300s, removing the need to hand write 
all paper messages. About 150 years later, Johannes Gutenberg of Germany crafted a modernized 


version of the printing press that was able to mass produce printed materials. 


Image courtesy of Museums Victoria Collection 


Gutenberg’s version of the printing press started the period known as the Printing Revolution. 


Printing presses were found in cities all across Europe and were used to print large amounts of 
materials that were meant for widespread distribution. Written and printed materials became all 


the rage, leading to even more innovations to create, duplicate and circulate it. 


The invention of the printing press gave people the ability to conveniently produce large amounts 
of written material, but more importantly, it supported the flow of information among people. 


That is the true purpose of communication: sending and receiving messages. And eventually, that 
also became possible. 


2.3) 17th century communication 


The continued popularity of written communication caused the Printing Revolution to spill into 


the 17th century. Scientists were still publishing their discoveries and authors continued to tell 


stories, but at the same time, a lot was happening in the world. 


War, famine, and domination became regular concerns of 17th century people. Mentions of these 
events stirred up a lot of curiosity among people that were out of the geographical loop. In 1690, 
the newspaper was invented to accommodate those people. Cities all over the world got into the 


habit of publishing a newspaper with local and international news to keep people informed. 
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Image courtesy of The Colonial Williamsburg Foundation 


Before the 17th century, information was known and recorded, but options to release it were 
limited. With newspapers acting as a primary source of information, communication in the 17th 


century began to reflect the modern-day communication model of sender and receiver. 


2.4) 18th century communication 


In the 18th century, the public postal system was established. Letters were sent before this time 
period, but the system was flawed and inefficient. Delivery could take months, and even when the 


mail did reach its destination, it was left at a random public place. 


Benjamin Franklin’s involvement in the U.S. postal system made the delivery of mail more 


productive. Routes were established to boost efficiency, post offices were created to keep drop off 


and pick up locations consistent, and costs were set in place to make the business profitable. 


Image courtesy of the Smithsonian National Postal Museum 


The remodeling of the postal service allowed the sender and receiver communication model to 
cater to personal information. Sure, a newspaper can tell you about the health of the economy, but 


a timely letter from an old friend will make you smile. 


2.5) 19th century communication 


As the 19th century came around, the great minds working towards improving communication 
took a large step. Electricity was incorporated into communication channels, coining the term 


telecommunications. 


Telecommunications is the sending and receiving of information using electronic means. This can 
include wire, radio, or any other electromagnetic device. The combination of electricity and 


communication sparked the beginning of a long wave of innovations. 


The first of these inventions was the electric telegraph in 1831 by a man named Joseph Henry. 
This type of telegraph allowed messages to be sent and received over long distances. It 


contributed to the productivity of distributing news and communicating internally for businesses. 


The popularity of the electric telegraph was still at its peak when Alexander Graham Bell 


invented the telephone in 1876. The telephone allowed two people to communicate verbally with 


devices that converted the sound, as opposed to speaking face to face. 


Image courtesy of At+E Networks 


Telecommunications provided people with a way to make long distance written and verbal 
communication personal. Distance became less of a problem for people who wanted to 


communicate verbally, increasing the flow of information. 


2.6) 20th century communication 


The 20th century was a busy time for communication. 


Radio and television became a great source of information in the early 1900s. Not only did they 


provide musical entertainment, but they also delivered news, sports, and weather to listeners. 


This is where it starts to get even busier. The telephone became mobile in 1981, but the word 
mobile is used loosely here. The first versions of the mobile telephone were not intended to be 
carried around on your person like they are now. They were heavy duty pieces of equipment that 
were usually only found in cars and trains. Once the mobile phone became pocket-friendly in the 
1990s, more people were inclined to buy them. Phone companies started selling pay as you go 
plans and other phone contracts, fueling the industry. Also, a new form of written communication 
was created. We know it today as text messaging. Advancements in the phone industry were just 
the beginning. Communication continued to surprise the world, thanks to two things: the 
computer and the Internet. The computer was invented towards the beginning of the 20th 
century, but the features for communication were not created until the mid to late 1900s. In 1965, 
online written communication expanded into email, completely changing the game. To make it 
even more enticing for users, these systems soon adapted the means to share entire files or 


photographs. 


Then, after the personal computer (PC) was introduced in the 70s, computer systems slowly 
became a common household tool, especially for communication. The combination of a PC and 


the Internet made written communication fast, easy, and convenient. 


Image courtesy of Day in Tech History 


After reading that, we all know that email and PCs were just the beginning of the most important 
innovations in communication. But these origins can’t be forgotten. Every communication tool 
used today was somehow influenced by simple ones from the long and never-ending history of 


communication. 


2.7) 21st century communication 


Now for the big one: 21st century communication. When thinking of modern day communication, 
keeping the idea of the Information Age in mind is important. The Information Age is 
characterized as the economic transition from industry to information technology. Simply put, 
everything is digital and knowledge has never been more powerful. People want information, and 


the best way to get it is through communication tools. 


It’s no surprise that as communication got faster, the human race became more impatient with it. 
Communication of the 21st century kept up with these “needs” by creating even more tools and 


increasing the efficiency of existing ones. 


Video conferencing software is a perfect example of communication technology accommodating 
to the fast-paced Information Age. People no longer had to be in the same place for “face to face” 
communication. This was a huge development for people and businesses who frequently 


communicate from long distances. 


Another dominator of 21st century communication tools is social media. Social media websites 
are online communication and networking tools where people can connect and share ideas. The 
different social media sites were released quickly and with little time in between. Here is a little 


timeline to show when and how rapidly they emerged into the communication industry. 


These social media websites included tools for people to share personal content with either an 


individual or a group in a formal or informal way. 


Texting caused a domino effect of new mobile phone features, as well as improvements in 
existing ones. In 2003, Internet capabilities were added to mobile phones. This. Was. Huge. 
People started carrying little computers in their pockets, and the smartphone was well on its way 


to changing the game even further. 


Speaking of smartphones, they showed up less than five years later. And along with smartphones 
came a multi-billion dollar industry: apps. Apps condensed different websites and made them 


more mobile phone friendly. 


I’m sure you’ ve heard the phrase, “There’s an app for that.” And there probably is. While there 
are plenty of apps that don’t directly contribute to communicating information, there are also 
plenty that do. News outlets, social media websites, and search engines have all provided users 


with apps, allowing for mobile-friendly mass and personal communication. 


CHAPTER - 3 


Types of Communication. 


On the basis of the communication channels, types of communications are: 


A. Verbal 
B. Non-Verbal 


C. Visual 


3.1) Verbal 


This involves the use of language and words for the purpose of passing on the intended message. In 
general terms, Verbal Communication means communication in the form of spoken words only. But, 
in the context of types of communication, verbal communication can be in the spoken or the written 


form. Thus, the verbal form may be oral or written as discussed below. 


e Written Communication: This kind of communication involves any kind of exchange of 
information in the written form. For example, e-mails, texts, letters, reports, SMS, posts on 


social media platforms, documents, handbooks, posters, flyers, etc. 


e Oral Communication: This is the communication which employs the spoken word, either direct 
or indirect as a communication channel. This verbal communication could be made on a 
channel that passes information in only one form i.e. sound. You could converse either face to 
face, or over the phone, or via voice notes or chat rooms, etc. It all comes under the oral 


communication. This form of communication is an effective form. 


e Formal Communication Formal communication refers to official communication which takes 
place through a chain of commands. It flows in formally established channels & is concerned 


with work related matters. Members of the enterprise and expected to communication with one 


another strictly as per channels laid down in the structure. The formal communication may be 


divided into three categories which are given as follows: 


a) Downward Communication: Under this system, the flow of communication from the top 
management downward to be operating level. It may also be called a communication from a 
superior to a subordinate. It follows the line of authority from the top to the bottom of the 
organisation hierarchy. Downward communication consists of plans & policies, orders and 


instructions, procedures & rules etc. 


b) Upward Communication: It means the flow of information from the lower levels of the 
organisation to the higher level of authority. It passes from subordinate to superior as that from 
worker to foreman, foreman to manager. From manager to general manager & so on. This 
communication includes opinions, ideas, suggestions, complaints, grievances, appeals, reports 
etc. It is very important as it serves as the feedback on the effectiveness of downward 
communication. Management is able o know how well its policies, plans & objectives are 
followed by those working at lower levels of the organisation. It keeps the management informed 
about the progress of the work & difficulties faced in performance. On the basis of upward 


communication, the management revises its plans & policies & makes further planning. 


c) Horizontal Communication: The transmission of information and understanding between 
people on the same level of organisation hierarchy is called the horizontal communication. This 
type of communication is also known as lateral or sideward or crosswise communication. 
Usually, it pertains to inter departmental managers working at the same level of organisation or 
among subordinates working under one boss. Horizontal communication speeds up information 
and promotes mutual understanding. It enables the managers working at the same level to 
exchange information and co-ordinate their activities without referring all matters to the higher 
level of management. The horizontal communication is generally of an informal nature. 
Whenever a departmental head requires some information from another departmental head, he 


tends to contact him directly. However, this type of communication can be oral or written 


3.2) Non-Verbal Communication In this type of communication, messages are relayed without 
the transmission of words. The messages here are wordless messages. This form of communication 
mainly aides verbal communication. It supplements it with gestures, body language, symbols, and 


expressions. 


Through these, one may communicate one’s mood, or opinion or even show a reaction to the 
messages that are relaying. One’s non-verbal actions often set the tone for the dialogue. You can 
control and guide the communication if you control and guide the non-verbal communication. Some 


of the modes of non-verbal communication are: 


Physical Non-verbal Communication 


This is the sum total of the physically observable. For instance, hand gestures, body language, facial 
expressions, the tone of one’s voice, posture, stance, touch, gaze, and others. Several researchers 
have revealed that physical nonverbal communication constitutes about 55% of our daily 
communications. These are subtle signals that are picked up as part of our biological wiring. For 
example, if you rest your head on your palms, it will mean that you are very disappointed or angry. 
Similarly, other subtle hints will convey your reaction to the presenter or your audience’s reaction to 


you. 


Paralanguage 


This is the art of reading between the lines. The main kind of such communication is done with the 
tone of one’s voice. This kind of communication amounts to almost 38% of all the communication 
that we do every day. Along with the tone of voice, the style of speaking, voice quality, stress, 


emotions, or intonation serves the purpose of communication. And, these aspects are not verbal. 


Aesthetic Communication 


Art is an important means of communication. Through the paintings or other forms of art, an artist 
can covey the strongest messages. Several times in the history of the world, art has been used as an 


effective form of nonverbal communication. 


Appearance 


The first impression sets the tone. People will react to your appearance and this is a fact of life. Your 


clothes, the color of the fabrics, etc. all determine the reaction of your audience. 


3.3) Visual Comm2unication 


This is communication through visual aids like drawings, placards, presentations, and illustrations, 


etc. 


Formal & Informal Communication 


Apart from the above types, we have formal & informal types of communication. Formal 


communication is of following types: 


e Vertical: The information or data flows up and down the organizational structure. 


e Horizontal: This is the communication between two similar levels of the 


organization. 


e Diagonal: This is the communication across the cross-functional levels of employees 


from various departments of the organization. 


COMMUNICATION PROCESS - 


COMMUNICATION PROCESS Communication process involves sender, transmission of 
message through a selected channel, receiver and the feedback. The specific steps in 


communication process are described below: 


(a) The Sender of the Message: Communication begins with the sender, who has a thought or an 
idea which is then encoded in a way that can be understood by both the sender and the receiver. 
While it is usual to think of encoding a message into the English language, there are many other 


ways of encoding, such as translating the thought into computer language. 


(b) Channel for Transmission of Message: The information is transmitted over a channel that 
links the sender with the receiver. The message may be oral or written, and it may be transmitted 


through a memorandum, a computer, the telephone, the telegram or television. Television of 


course, also facilitates the transmission of gestures and visual clues. At all times two or more 


channels are used. In a telephonic conversation, for instance, two people may reach a basic 


agreement that they later confirm by a letter. Since many choices are available, each with 
advantages and disadvantages, the proper selection of the channel is vital for effective 


communication. 


(c) The Receiver of the Message: The receiver has to be ready for the message so that it can be 
decoded into the idea. A person thinking about an exciting cricket match may pay insufficient 
attention to what is being said about an inventory report, thus increasing the probability of a 
communication breakdown. The next process is the decoding, in which the receiver converts the 
message into thoughts. Accurate communication can occur only when both the sender and the 
receiver attach the same or at least similar meanings to the symbols that compose the message. 
Thus, it is obvious that a message encoded into German requires a receiver who understands 
German. Less obvious, and frequently overlooked, is the fact that a message in technical or 
professional jargons requires a recipient who understands such language. So, communication is 
not complete unless it is understood. Understanding is in the mind of both the sender and the 
receiver. Persons with closed minds will normally not completely understand messages, 


especially if the information is contrary to their value system. 


(d) The Feedback: To ensure that the message has reached the intended receiver correctly, the 
communicator has to get feedback from the receiver about the message. Feedback ensures that the 
process of communication has intact taken place. The feedback provides learning opportunities to 
the sender and the receiver because it mirrors the consequences of the behaviour. In addition, if 
the behaviour has been found to be incongruous with the message it opens avenues to make 
corrections wherever necessary. Without feedback it would be difficult to ascertain whether 
communication has been received as indicated or not. In organisational settings feedback is 
essential. Each employee needs to know where he stands vis-a-vis the organisational 
expectations, so that he can adjust his behaviour. Similarly, all organisations need some feedback 
from employees on their policies and practices in order to make improvements whenever 
necessary. All organisations have mechanisms to seek and receive feedbacks because the overall 
viability depends to a large extent on the sharing of information. However, it is often noticed that 
the efforts of a management to plan and establish reliable and formalized systems of feedback are 
often defeated because of the widespread tendency of people to establish informal channels and 
also because of various sources of distortions. Since most of the feedback in organisations is work 


related, the system should be improved and made more effective. 


The following observations are useful pointers : To avoid unpleasantness some managers and 


supervisors provide only positive feedback. Whenever an employee does something 
commendable, a useful positive acknowledgement is made. Actually, both positive and negative 
feedback should be provided. It is equally necessary to tell the employee that he is not doing 
something correct. Feedback should be focussed on the specific action rather than on the 
individual. Comments relating to behaviour are accepted more easily than those relating to an 
individual’s personalities, attitudes, feelings, etc. Feedback can be valuable if it refers to the 
description of behavior. It makes sense to say ‘improve your skills’ or ‘make fewer mistakes’ to 
an erring employee rather, than ‘your work is absolutely incorrect’. Feedback which is provided 
‘here and now’ is more meaningful than delayed feedback. If an employee has done something 
inappropriate it is necessary to tell him immediately rather than wait for an opportune moment. 
By then he might have forgotten the event. Efficiency and satisfaction in an organization can be 
improved by providing feedback as a way of sharing information rather than insisting on the 
right way of doing things. Sharing means that the employers and employees together study the 
problems, evaluate various alternatives, and choose the best. This conveys the message to the 
employee that his opinion is valued and he can contribute meaningfully in achieving 
organizational goals, Feedback plays an important role in the communication process. It requires 
Skill and willingness on the part of the managers and entrepreneurs to involve employees in 
decisions and share the necessary information with them. As the organization grow in size, 
people may not be able to keep in touch with each other and with the organization’s activities and 
plans. Hence, there is a constant need to evolve mechanisms to communicate with employees, so 
that they feel part of the organization. (e) Noise and Filters in Communication: Unfortunately 
communication is affected by noise, which is anything- whether in the sender, the transmission, 
or the receiver- that hinders communication. Communication suffers from distortion, something 
intended, sometimes unconscious and it seldom reaches the intended receiver in the form it 
originated. Distortion in communication takes place because of both environment and human 
factors. In factory situation the roar of machines makes it difficult for both sender and receivers 
to transmit. They either shout or resort to some form of body communication rather than verbal. 
Gestures, use of various parts of the body, facial expression, etc, are some of the mechanisms that 
serve the purpose of communication in case of high environmental noise. However, the most 
important are human factors. Assumptions, values, past experiences, stereotypes and 
predisposition influence both the transmission and reception of the messages. Thus, the filters 


and messages passing through them get distorted. BARRIERS & BREAKDOWNS IN 


COMMUNICATION The managers frequently cite communication breakdowns as one of their 
most important problems. However, communication problems are often symptoms of more deeply 
rooted problems. For example, poor planning may be cause of uncertainty about the direction of 
the firm, Similarly, a poorly designed organization structure may not clearly communicate 
organizational relationships. Vague performance standards may leave people uncertain about 
what is expected of them. Thus, the perceptive manager will look for the causes of communication 
problems instead of just dealing with the symptoms. Barriers can exist in the sender, in the 
transmission of the message, in the receiver, or in the feedback. Specific communication barriers 
are discussed below: (i) Lack of Planning: Good communication seldom happens by chance. Too 
often people start talking and writing without first thinking, planning and stating the purpose of 
the message. Giving the reasons for a directive, selecting the most appropriate channel, and 
choosing proper timing can greatly improve understanding and reduce resistance to change. (ii) 
Unclarified Assumptions: Often overlooked, yet very important, are the uncommunicated 
assumptions that underlie messages. A customer may send a note stating that he will visit a 
vendor’s plant. Then he may assume that the vendor will meet him at the airport, reserve a hotel 
room, arrange for transportation, and set up a full-scale review of the programme at the plant. 
But the vendor may assume that the customer is coming to town mainly to attend a wedding and 
will make a routine call at the plant. These unclarified assumptions in both instances may result 
in confusion and the loss of goodwill. (iii) Poorly Expressed Message: No matter how clear the 
idea in the mind of the sender of communication, it may still be marked by poorly chosen words, 
omissions, lack of coherence, poor organisation of ideas, awkward sentence structure, 
unnecessary jargons and a failure to clarify the implications of the message. This lack of clarity 
and precision, which can be costly, can be avoided through greater care in encoding the 
message. (iv) Loss of Transmission and Poor Retention: In a series of transmissions from one 
person to next, the message becomes less and less accurate. Poor retention of information is 
another serious problem. Thus, the necessity of repeating the message and using more than one 
channel is rather obvious. The loss may also be due to long distance, distracting noises and 
similar interferences. (v) Poor Listening and Premature Evaluation: There are many talkers but 
few listeners. Everyone probably has observed people entering a discussion with comments that 
have no relation to the topic. One reason may be that these persons are pondering over their own 
problems - such as preserving their own egos or making a good impression on other group 
members instead of listening to the conversation. Listening demands full attention and self- 


discipline. It also requires that the listener avoid premature evaluation of what another person 


has to say. A common tendency is to judge to approve or disapprove what is being said- rather 
than trying to understand the speakers frame of reference. Yet listening without making hasty 
judgements can make the whole enterprise more effective and efficient. For example, sympathetic 
listening can result in better labour management relations and greater understanding among 
managers. Specially sales personnel may better understand the problems of production people, 
and the credit manager may realize that an over-restrict credit policy may lead to a 
disproportionate loss in sales. In short, listening with empathy can reduce some of the daily 
frustrations in organised lies and result in better communication. (vi) Semantic Distortion: 
Semantic is the science of the meaning of words and symbols. Another barrier to effective 
communication is semantic distortion, which can be deliberate or accidental. An advertisement 
that states ‘we sell for less’ is deliberately ambiguous; it raises the question - less than what? 
Words may evoke different responses. To some people the ‘Government’ may mean interference 
or deficit spending; to others, the same word may mean help, equalization, and justice. (vii) 
Distrust, Threat and Fear: Distrust, threat and fear undermine communication. In a climate 
containing these factors, any message will be viewed with skepticism. Distrust can be the result of 
inconsistent behaviour by the superior, or it can be due to past experiences in which the 
subordinate was punished for honestly reporting unfavourable, but true, information to the boss. 
Similarly, in the light of threats - whether real or imagined - people tend to tighten up, become 
defensive, and distort information. What is needed is a climate of trust, which facilitates open and 
honest, communication. Other personal barriers may arise from the judgements, emotions and 
social values of people. They cause psychological distance between the people, which may 
prevent communication. Our emotions, for example, act as filters in nearly all our 
communications. We see or hear what we are emotionally tuned to see or hear. Thus 
communication can not be separated from the personality itself. (viii) Insufficient Period for 
adjustment to Change: The purpose of communication is to effect change that may seriously 
concern employees: shifts in the time, place, type and order of work or shifts in group 
arrangements or skills to be used. Some communications point to the need for further training, 
career adjustment, or status arrangements. Change affects people in different ways, and it may 
take time to think through the full meaning of a message. Consequently, for maximum efficiency, 


it is important not to force change before people can adjust to its implications. 


Guidelines for Improving Communication Senders of the messages must clarify in their minds 
what they want to communicate. This means that the purpose of the message and making a plan 
to achieve the intended end. Clarity is very essential in any communication. Effective 
communication requires that encoding and decoding be done with symbols that are familiar to the 
sender and the receiver of the message. Thu, managers should avoid unnecessary jargons, which 
is intelligible to the experts in their particular field. Common problems in written 
communications are that writers omit the conclusion or bury it in the report, are too wordy, and 
use poor grammar, ineffective sentence structure and incorrect spellings. Yet a few guidelines 
may do much to improve written communication Writing style should fit the situation and the 
effect the writer wants to achieve. The forceful style should be used when the writer has power. 
The tone should be polite, but firm. The planning of the communication should not be done in a 
vacuum. Instead, other people should be consulted and encouraged to participate to collect the 
facts, analyse the message, and select the appropriate media. Make certain that your message is 
complete. If you do not supply all of the necessary information people make assumptions about 
the missing information. This can result in incorrect meaning. Select the proper time to 
communicate. Messages received too early or too late decrease communication effectiveness. 
People are most receptive when there is a need for information. If information is received too late, 
it may be of no value. Another aspect of timing concerns the volume of communication. At times 
we suffer from communication overload: we miss some of the information transmitted to us. You 
need to be careful not to add to communication overload, rather select a better time to 
communicate. Encourage upward communication. Feedback is one of the most important steps in 
the communication process. Without feedback you cannot be certain the receiver has actually 
understood what you have communicated. Managers need to be particularly conscious of the 
importance of checking subordinates’ reactions to communications. In face-to-face 
communication, direct feedback is possible. Upward communication is necessary to get 
employees ideas, opinions, and suggestions. Such communication does not occur automatically; it 
must be encouraged. We need to develop good relationship with our employees, one that is 
characterized by openness and trust. Once this relationship is established, employees will feel 
more-free to communicate, to respond to our communication, and to make suggestions on their 
own. There is a saying that the tone makes the music. Similarly, in communication the tone of the 
voice, the choice of language, and the congruency between what is said and how it is said 
influence the reactions of the receiver of the message. An autocratic manager ordering 


subordinate supervisors to practice participative management will create a credibility gap that will 


be difficult to overcome. People believe in actions more than they do in words. Actions speak 
louder than words in the long run. The amount of difference between what one says and what one 
does is that person’s communication credibility gap. When a person’s credibility gap is large, 
poor human relations are likely to follow, such as losing confidence in that person. The function 
of communication is more than transmitting information. It also deals with emotions that are very 
important in interpersonal relationships between superiors, subordinates and colleagues in an 
organisation. Furthermore, communication is vital for creating an environment in which people 


are motivated to work towards the goals of the enterprise while they achieve their personal aims. 


CHAPTER - 4. 


Public Speaking. 


4.1) An introduction to Public Speaking. 


What is public speaking? Basically, it's a presentation that's given live before an audience. Public 
speeches can cover a wide variety of different topics. The goal of the speech may be to educate, 
entertain, or influence the listeners. Often, visual aids in the form of an electronic slideshow are 


used to supplement the speech. This makes it more interesting to the listeners. 


A public speaking presentation is different from an online presentation. The online presentation is 
available any time. A public speech is typically limited to a specific time or place. Online 
presentations often use slideshows. Or they use pre-recorded videos of a speaker. This includes 


recordings of a live public speaking presentation). 


Because speaking in public is done before a live audience, you need to consider some special 
factors. We'll touch on those shortly. Now you've got an understanding of the meaning of public 
speaking so let's take a quick look at the history of (and the importance of) public speaking. 
There's a good chance that there's been public speech, in one form or another, as long as there've 


been people. But most public speaking experts involved with public speaking in business 


communication, trace the origins of modern public speaking back to ancient Greece and Rome. 
Of course, those societies didn't have slideshows to help with public speech. But they did have a 
need for speaking in public. As a result, they developed public speaking methods that are still 
studied today. 


The ancient Greeks used public speech primarily to praise or persuade others. At one point, all 
Greek citizens had the right to suggest or oppose laws during their assemblies. This resulted in a 
need for skilled public speakers. Speaking in public became a desirable skill and was taught. 
Public speaking in the time of the Greeks was called rhetoric. Later, when Rome came to power, 


speaking in public was used during the Roman senate sessions. The Romans adopted the public 


speaking rhetoric methods of the Greeks. In fact, most public speaking teachers of the time were 


Greek 


Public speaking has expanded its scope with technological advances. Today, many people address 
mass audiences through an internet connection and from various platforms such as social 
networks. Public speaking is a humanistic discipline that emerged in the classical era (Greece) 
and today is completely autonomous. It is defined as the discipline in charge of providing 
techniques, skills, rules and principles for the transmission of oral speeches that manage to 
captivate large and diverse audiences. 

Public speaking goes far beyond expressing oneself orally, it seeks to convince, capture the 
attention and provoke emotions in the listeners. The first outstanding orator in history was 
Demosthenes in Ancient Greece, whose steps would be followed and perfected by Cicero in 
Ancient Rome. Addressing the masses has always been of vital importance in the political, 
cultural, economic and social spheres. Even some mass communication sciences, such as 
marketing and advertising, use public speaking to sell products and services. 

Thanks to public speaking, events of great relevance in world history have been developed and 


nowadays it only seems to evolve, never to disappear. 


4.2) A brief history of public speaking: 


Speaking to a group of people in a structured, deliberate way with the intention of informing, 
influencing, or entertaining the audience is known as public speaking. The act of speaking in front 


of an audience for the purpose of communication is commonly understood as public speaking. 


1) The act or process of making speeches in public 


2) The art of effective oral communication with an audience. 


One of the most crucial and feared kinds of communication is public speaking. The most 
prevalent phobia worldwide is glossophobia, or speech anxiety. It is simple to be the child that 
sits in the back of the classroom and refrains from raising their hand throughout primary school in 
order to avoid such situations. Public speaking, however, is a crucial ability to acquire and 


develop in the workplace. It has a tremendous effect on your career path and level of success in 


your business or employment and affects simple, everyday interactions between coworkers, 


supervisors and employees, marketing professionals and clients, etc. 


The ability of organised language to be used for communication distinguishes humans from other 
groups of life on Earth. It's disputed if these language rules elevate us beyond other creatures, but 
there's no denying that most successful and powerful people throughout history have mastered the 
art of efficient communication. Speaking is indeed such an essential ability that it has been 


professionally taught for thousands of years. 


While we acknowledge that public speaking is a valuable ability to have, many of us do not enjoy 
or desire to give speeches. This is the ironic aspect of public speaking. It's possible that you are 
reading this book because a teacher assigned it to you or because you need to prepare a speech for 
either a personal or professional occasion. You're in the minority if you're reading this book 


because you enjoy public speaking or you're desperate to learn more about it. 


“Wherever I go meeting the public... spreading a message of human values, spreading a 


message of harmony, is the most important thing.” -Dalai Lama 


The good news about public speaking is that although it may not be on the top of the list of our 
favorite activities, anyone can learn to give effective presentations. You don’t have to look like a 
Hollywood star and you don’t have to use fancy words to be a successful speaker. What is 
important is that the audience understands you and remembers what you have to say. By learning 
and using the techniques provided in this reading material, you will discover how to create 
engaging speeches and present them using your own delivery style. The Latin style of public 
speaking was popular in the U.S. and Europe until the mid-20th century. After World War II, a 
less formal and more conversational speaking style of speaking became popular. Also, electronic 
tools became available to enhance public presentations. Towards the end of the 20th century, 
those electronic tools migrated to the computer. They evolved into the computer software 

tools. PowerPoint, is one of those tools that we know and use today. Don't be fooled, though. 
Even though today's public speeches are less formal, they still need to be well organized. More on 


that later. Now let's take a look at the importance of public speaking. 


4.3) Nature of Public Speaking. 
Public speaking is an art — the useful art of communication with other human beings. 


THE ART OF COMMUNICATION. Art is a human activity. It develops skill in the performance 
of a mental or a physical endeavor. It differs from science in that art is concerned with doing, 


whereas science is concerned with knowing. 


Let us take the fine arts by way of illustration. The purpose of the fine arts is to give deep 
pleasure — aesthetic pleasure — pleasure experienced out of a sense of beauty. to give that pleasure 
concreteness, fine arts portray it by means of imitation or interpretation of life in terms of artistic 


conventions, as in painting and sculpture. 


Public speaking is not a conventionalized representation of life; it is life itself, a natural function 
of life, a real communication by one human being with his fellow men. And it is best when it is 


most real. 


Some people confuse public speaking with “elocution.” Some are under the impression that the 


agonizing performance in elocution is public speaking. 


Public speaking is not a fine art that requires a special talent, years of training, masterly 
technique, artistic soul — a thing essentially artificial, mysteriously unreal only to be successfully 
performed by a temperamental genius. As a matter of fact, however, a public speaker is 


a talker rather than a doer. 


THE MENTAL RELATIONSHIP BETWEEN SPEAKER AND AUDIENCE. The timid and 
nervous speaker views the audience as a terrifying presence rather than as an essential factor in 
the purpose of a speech. For example, a speaker preparing a speech should not aim “To tell about 
the United nations.” Instead, he should bear in mind that his aim is “To tell his audience 
something about United Nations.” The speaker should think of his audience, not merely about his 
subject — and certainly not about himself. The most common problem of the student-speaker is 
how to get the subject of his talk off his chest. It is wise to remember that beautiful self- 
expression is not the modern idea of public speaking. Beautiful self-expression may be useful, but 


it is not essential. 


Good speaking, then, whether public or private, is communication — a sharing of something with 
others. The word communication 1s derived from the Latin words “con” (with), ““munus” (a 
business), “communis” (common), and “communico” (to confer or consult with one another). The 


spirit of give-and -take or mental contact should persist during the delivery of a speech. 


The student who wants to speak effectively — and who doesn’t? — must realize that the essential 
mental relationship between the speaker and his audience is always the same, no matter how large 
or how small the audience may be, or how formal or informal the occasion. The only difference 
lies in vocal force, style, and degree of formality to suit the occasion and allied circumstances. 
The dissimilarity is more quantitative that qualitative with reference to posture, gesture, tone, 
vocabulary, phraseology, and parliamentary form. For public speaking is merely expanded private 


conversation or conversational communication. 
4.4) The relationship between the speaker and the audience should be: 


1. Direct. There should be no barrier of distance or remoteness between the speaker and the 
audience, no dreamy look on the speaker’s face, no faraway tone in his voice. In other 
words, the speaker should be in mental contact with the audience. 

2. Reciprocal. The response from the audience as expected and given s not necessarily 
revealed in words or laughter or applause. It may be more clearly revealed in active 
attention and clear understanding. For this reason, the speaker should anticipate the 
unspoken objections of the audience or the blocks to his communication with them. 

3. Sincere. The speaker should have a topic that is morally and intellectually sound. His 
purpose must be natural, genuine, and honest. This usually removes the barrier between 


the speaker and the audience. 
4.5) The Purpose of Public Speaking 


Perhaps the worst enemy of effective public speaking is the notion the student commonly holds 
that his real purpose is “to get over with his assignment fast.” That notion has nothing to do with 


his purpose as a speaker in relation to his subject and his audience. 


1. INFORM THE AUDIENCE. When a speaker's main goal is to give his audience 
information, especially information that is brand-new to them, his main goal is to inform. 


When he seeks to improve their knowledge, his goal is to inform. His goal is to increase 


the number of facts that his audience has stored in their memory. An illustration of this is 
when a lecturer lectures in class: TO ENLIGHTEN. A speaker’s primary concern, in this 
instance, is to clear up some difficulty of comprehension, to present a new perspective 
with reference to the relationship of facts, to improve his hearer’s understanding of a 
given subject by means of a lucid explanation. An example is the basketball coach giving 


an explanation of a set play pattern or maneuver. 


TO PERSUADE. A speaker, in this type of speech aims at the attainment of the assent of 
his audience to a debatable assertion, the acceptance of a statement as true, or the 
adoption of an opinion. It is not just knowledge or understanding that he seeks; he aims to 
seek agreement though he may use knowledge or understanding as a means to achieve it. 
Examples are the congressman sponsoring a bill or the lawyer arguing a point of law in 


court. 


TO IMPRESS. A speaker has this particular purpose in mind if he seeks to bring to his 
hearers a new and deeper realization of a truth. It may be an old truth, previous truth, 
previous known to the hearers but the speaker does not intend to make them understand 
the truth fully but to make the attention, appealing to the sympathies, and associating 
emotion with thought. Examples are the commencement speaker unraveling before the 
graduating class the gravity at their coming responsibilities in life, the preacher 
awakening a new reverence of spirit for a Biblical truth, or the speaker presenting an 


award to a war hero. 


TO ACTUATE. In this instance, the speaker aims to persuade his listeners to perform a 
definite act either at the time of the speech or very soon after. The appeal may be 
emotional or intellectual, or it may be a combination of both. Some people may assent to 
the truth of a given proposal, yet they may not be too motivated to act upon their 
convictions. It is often necessary to arouse their emotions so as to overcome their natural 
inertia and provide a motive force. Some examples are the politician campaigning for 
votes, the civic or religious leader appealing for contributions, or the speaker seeking 


support for the eye bank, the blood bank, or operations-quick count. 


TO ENTERTAIN. Here the speaker’s purpose is to give his listeners pleasure. The 
pleasure may be of a mirthful or a more serious kind — entertainment does not necessarily 
imply hilarity. Examples are the after-dinner speech and the popular lecture purporting to 


be educational but is primarily intended to entertain. 


4.6) Components of Public Speaking 


1) Illustration - 

An illustrated speech is a speech presented for the same purposes as the formal speech with the 
addition of visual aids such as charts, pictures, slides, models, or posters. ... The illustrated speech 
is used when the purpose is to leave a more vivid impression and to stimulate greater interest in 


the audience. 


2) Voice Modulation - 

Voice Modulation is when you control or adjust your voice. It's when you choose to go louder or 
softer, faster or slower, dramatic or emotional. Basically, voice modulation means using your 
voice and tone to communicate your message more effectively. Example - Be Loud and Clear, 
Being loud doesn't mean that you have to shout, Practise Variation. You can look up for some 
steps that you can practise in order to develop the desired voice., Stress on Powerful Words, 


Create a Crowd, Pleasing Speech., Effective Pauses. 


3) The Power of the Pause in Public Speaking - 

One of my favourite quotes by the Dalai Lama is: “Sometimes one creates a dynamic impression 
by saying something, and sometimes one creates as significant an impression by remaining 
silent.” 

Pausing is one of the most powerful tools you have when you speak. When we get nervous, we 


tend to rush through our words which, unfortunately, makes us look nervous. By pausing, we can 


feel and appear more comfortable and confident in front of an audience. 


Pauses regulate the rhythm of your speech like that of a natural conversation. They also help you 


collect your thoughts before moving onto the next piece of information. 
By pausing, you can accomplish a number of things: 
a) You listen to your audience. How are they reacting to your words? Do they need time to catch 


up? Do they have questions? 


b) You listen to yourself. Many people find that when they pause and slow down their pace of 


speech, they are able to find exactly the right words. As result, they use less filler words like um’s 
and ah’s. 
c) You calm yourself down. When you pause and breathe, you counteract the fight or flight 


response that makes you want to run off stage. You stay present and focused. 


4) Visual aids in public speaking - A visual aids supplements words with pictures, charts, 
graphs, or other visual information. They are important because they help the audience 
understand and remember, increase audience interest, and act as notes or reminders for the 
speaker. Visual aids, or supplemental materials for public speaking that incorporate visuals, like 
posters, charts, or graphs, are an important part of every speech. They help audience members 


remember, understand, and engage in what the speaker is saying. 


Visual aids can powerfully help the effectiveness of a speech. Many speeches benefit from having 
objects, images, key quotes, or data presented in a clear and dramatic fashion. Visual aids vary in 
kind, but there are similar benefits and tips for dealing with any kind of supplementary evidence 


that is shown to an audience. 


5) Sense of humour in public speaking - Humour is a very powerful tool when it comes to 
speech. It helps build bonds with audiences that could otherwise take a lot of strain and time. 
Humour has historically been used in speeches to attract the attention of people. 


Humour is an important component of all but the most serious of speeches. 


Using humour is tricky. You really have to know who your audience is and what makes them 
laugh in order to employ humour. What you think is funny another person might not. So before 


you choose to use humour, there are many things to consider. 


6) Articulation - Articulation, or diction, is what helps the listener not just hear the spoken word 
but also understand it. Articulation is how clearly the speaker pronounces words. ... When a 
speaker uses improper diction, the hearer cannot make out the word spoken and often requests a 


repeat of what was said. 


- Improve your articulation: 


a) Listen to yourself speak. To help you improve your speaking, record yourself speaking. 


b) Check your speed. 


c) Watch for unnecessary words. ... 
d) Use pauses effectively. 
e) Practice pronunciation. 


f) Vary your pitch. 


g) Speak at the right volume. 


h) Develop confidence. 


4.7) Principles of Effective Public Speaking: 


1) Principle of Preciseness - 


Precision is a quality of accuracy and exactness. A refined measurement or calculation or even 


movement can be precise. 


Precision means that each time you complete a specific objective it is in the exact same way as it 


was done before and will be done again. 


Precision can be practiced in the simplest to the most complex forms of movement. Precision 
encourages your awareness, balance, control, and flow, to coordinate in a seamless manner. 
Focusing on precision allows us to be present and connected to all parts of ourselves and truly 


give 100%. 


2) Principle of clarity - 


The idea or message to be communicated should be clearly spelt out. It should be worded in such 
a way that the receiver understands the same thing which the sender wants to convey. There 
should be no ambiguity in the message. It should be kept in mind that the words do not speak 
themselves but the speaker gives them the meaning. A clear message will evoke the same 


response from the other party. It is also essential that the receiver is conversant with the language, 


inherent assumptions, and the mechanics of communication. 


3) Principle of Completeness - 


When creating a message, it is important to give the recipient all of the information they need to 
follow your line of reasoning and to reach the same conclusions you have. This level of detail will 


be different in different situations, and you should adjust your communications accordingly. 


In addition, you should make things as easy as possible for the recipient. For example, if you are 
issuing a “call to action”, provide explicit guidance on that action. Increasingly it is common to 
include things like hyperlinks in written communications or to attach data, both of which help 
audiences access a complete set of information while also ensuring that core communications 


focus on core messages. 


4) Principle of Consciousness - 


The Principle of Consciousness is the gift we have to be aware of what we have created from 


Thought, and to be aware that we are creating it. It is what brings us the capacity to see and 


experience life unfolding as our thinking constantly changes. 
Consciousness is that which allows every human being to be aware of life. It brings your senses 
to life — your seeing, hearing, feeling, tasting, and touching. It is through your senses that you 


are able to be aware of life. 


5) Principle of adaption - 


The principle of adaptation refers to the process of the body getting accustomed to a particular 
exercise or training program through repeated exposure. As the body adapts to the stress of the 
new exercise or training program, the program becomes easier to perform and explains why 
beginning exercisers are often sore after starting a new routine, but, after doing the same exercise 
for weeks and months at the same intensity, the exerciser experiences little, if any, muscle 
soreness. This reinforces the need to constantly vary the exercise and training routine if you want 
to maximize your results. 


Adaptation refers to the body's ability to adjust to increased or decreased physical and mental or 


psychological demands. It is also one way we learn to coordinate muscle movement and develop 


sports-specific skills, such as batting, swimming freestyle, or shooting free throws. 


4.8) TYPES OF PUBLIC SPEAKING: 


Informative 


An informative speech is based on factual information, so it’s presented in an objective way to 
increase awareness and understanding of a particular subject. A range of credible sources are 
needed to substantiate the data provided in your speech presentation. For example, many 
representatives from health-related organizations give informative speech presentations to spread 


public awareness of various diseases and how to prevent them. 


Persuasive 


A persuasive speech presentation in given to influence the audience in such as way as to convince 
them to think or believe the way you think or believe. It can be based on factual information or an 
opinion. The goal is to prompt the audience to take action in some way, whether it is to purchase 
a product, sign a petition or to donate money to a cause. For instance, politicians give speeches to 
persuade citizens to vote for them in an election and sales people deliver speeches to encourage 


consumers to buy their products. 


Motivational 


Motivational speeches are highly emotional and given in all types of settings. Speakers seek to 
arouse, encourage and stimulate an audience to enrich their personal or professional lives. 
Corporations often hire motivational speakers to motivate employees to work harder, sell more or 
perhaps take greater pride in their employer and job. They provide steps for the audience to take 
to achieve a certain goal, such as career development or better health, as well as examples of how 


to achieve those goals. 


Delivery 


One of the most important aspects of a speech presentation is the delivery. Successful speakers 


make good eye contact with listeners; it conveys confidence and allows the audience to connect 


with them. The use of voice inflection and facial expressions allow the speaker to naturally reflect 
what she is talking about. It is good to move around some when speaking and use hand gestures 


occasionally to emphasize a point, but don’t overdo it. 


4.9) The Importance of Public Speaking 


If you ask most people, they'll probably say they don't like public speech. They may even admit 
to being afraid of it since fear of public speaking is a very common fear. Or they may just be shy 
or introverted. For those reasons, many people avoid speaking in public if they can. If you're one 


of those people who avoid speaking in public, you're missing out. 


Over the years, public speaking in communication has played a major role in education, 
government, and business. Words have the power to inform, persuade, educate, and even 
entertain. And the spoken word can be even more powerful than the written word in the hands of 
the right speaker. Whether you're a small business owner or a student, you'll benefit from 


improving your public speaking skills. Some benefits to speaking in public include: 


e improves confidence 

e better research skills 

e stronger deductive skills 

e ability to advocate for causes 


e and more 


1) To Win Over the Crowd -An important skill to have in business and especially in the public 
relations arena is the skill of persuasion or the ability to win over the crowd. Inside and outside 
the workplace, the power of persuasion can carry you far and it all starts by honing those public 
speaking skills. Mastering public speaking results in an increase in confidence and with that, a 
cool and collected presence in front of an audience. Of-course it is imperative to be 
knowledgeable about the subject you are presenting, but beyond that, when making a persuasive 
speech of any kind, including a sales pitch to a client, you need to be prepared to answer the 
opposition, and to speak with poise. 

To make a strong case, the ability to speak publicly is not only important, but essential to make 
forward strides. For example, in order to express why a certain product or idea would be an 


interesting topic to an editor of a publication, one must use strong enough, convincing language to 


elicit intrigue and curiosity. A great pitch will persuade the consumer or editor to want to know 
more. When addressing any audience with an idea or argument for or against something, public 


speaking allows you to make your case compellingly and convincingly. 


2) To Motivate People- A great public speaker attains the power to motivate his or her audience 
to do something, stop doing something, change a behavior, or reach objectives. But to carry an 
idea forward, you must be able to excite and enliven your peers, employees, co-workers, 


customers. 


Public speakers are leaders who are able to inspire their audience to work harder to achieve their 
goals. As a public speaker, your role is to influence your listeners and create an environment 
where everyone walks out ready to roll. You are not merely giving a speech in the attempt to get 
your audience to take a certain action; speakers are part of the action and can convey their passion 
and drive. It is not enough to simply know about the issues at hand but to make your audience 
share your passion. Elections have been won simply because one candidate was a better public 
speaker than the other. Being knowledgeable is a factor, of course, but more importantly, being 
able to arouse passion in people through skilled public speaking will motivate your audience to 
make a move. When people talk about having a voice in the world, they mean having an impact 
on the world by voicing your thoughts and your knowledge in an exciting way. A mastery of 
public speaking allows you to relate to the audience and gain their trust. As a skilled public 
speaker, you become likable and believable, and you will be able to inspire and even entertain the 


crowd. 


3) According to a study by sociologist, Andrew Zekeri, “Oral communication skills were the 
number one skill that college graduates found useful in the business world.” Communication 
skills enhance your ability to interact with professionals and fellow colleagues in a qualified and 
composed manner. Public speaking improves these skills and thus, makes you a more worthy 


candidate to move up and succeed in your chosen field. 


4.10) Problems associated with public speaking 


Even though many people routinely give speeches or presentations for work or school, they may 
still experience fear at the idea of having to stand in front of others and talk. Some speakers can 


become debilitated by thoughts of what to say, how to keep the audience’s interest and how to 


calm nerves. Much of the anxiety associated with public speaking can be minimized, however, if 


you pay attention to overcoming the most common problems of public speaking. 


Problem 1: Fear 


Fear, stress and nervousness. This is the problem the most of us have when it comes to public 


speaking. 


This is not severe anxiety, this is not severe stress. This is just a natural nervousness that we get 


and natural fear that we have when we are going to speak in public. 


Symptoms like sweaty palms, a racing mind, your heart beating little bit faster or sometimes your 


legs get a little bit shaky. These are natural signs of you being nervous before a big presentation. 


It is not bad to be nervous to give a presentation, especially if it is going to be an important one. 
When I was a rep for a pharmaceutical company and I knew I had to role play with the MD of a 
company I was naturally very nervous. Who wouldn’t be as a young sales rep role playing with 


the MD of a multi-billion dollar corporation? 


I had sweaty palms, I had a racing mind and I was very stressed leading up it. But when it 


happened I flew into it and it went fine. 


The stress went away when it was done obviously and things were fine. It was not stress or 


nervousness that I could not deal with. It was just uncomfortable so that is number one. 
Problem 2: Anxiety 


This is more severe than that natural stress and nervousness and you know it is anxiety when you 
got symptoms like hot and cold flushes, tightening of the chest or sometimes even you feel a 
tightening around the throat area. Also your mind does not just race, it snowballs the worries, 


things get worse and worse in your mind and you get this obsessive thinking that this is going on. 


That is a sign of anxiety about public speaking. 


Anxiety when it comes to public speaking is very common. Anxiety is very different to that 


natural nervousness and stress. 


With nervousness and stress sometimes we can just do some breathing techniques or some 


relaxation techniques. However, anxiety is more serious so we need to treat it differently. 


Problem 3: Panic Attacks 


This I believe is more worse that anxiety. They say that anywhere from 15-35% of people will 


experience a panic attack sometime in life. 


A panic attack is like intense anxiety — shortness of breath and nausea are common symptoms. 
You have probably heard about people vomiting before they need to give a speech, that can be 


from a panic attack. 


A panic attack is sometimes described as anxiety with immense fear. Sometimes with panic 
attacks people become afraid of their anxiety and so they have these panic attacks about the 
anxiety that they are going to be having in the future, or the anxiety that they are having in the 


moment. 


Panic attacks can be very debilitating and so the people will avoid situations where they are afraid 
they are going to have a panic attack or afraid they are going to have anxiety. This is why some 


people who have panic attacks never leave their house. 


They are scared to be put in a situation where they are going to have an attack so this is 
something that’s very serious. Again, it is very common when it comes to public speaking but we 
are obviously looking at this very differently that we would look at the natural stress or just the 


fluttering of the heart caused by nervousness. 


Problem 4: Insomnia 


Generally, it’s the night before you need to give a presentation and what happens is your mind is 


racing thinking about you speech. Thinking about what might happen what might go wrong 


Because your mind is going 1,000,000 miles an hour, you can’t get a sleep. This is very common 


problem associated with public speaking. 


Problem 5: Post Traumatic Stress 


This happens when you have has a past experience (probably related to public speaking) where it 
went terrible and for some reason you have these horrible feelings associated with public 


speaking. 


So, whenever you think a public speaking maybe can be doing it or just thinking about it in the 


future, you keep going back to this moment in time where it was traumatic for you. 


You need to deal with that differently to anxiety and the other problems associated with public 
speaking because we are not dealing with stress in the moment, we are dealing with a past 


experience. 


Problem 6: Depression 


This is not as common but still does happen with public speaking. This happens when you get so 
stressed that it actually leads to depression and you start feeling very down and you don’t want to 


get out the bed. You don’t want to talk to anyone you obviously don’t give your presentation. 


I haven’t had depression around public speaking specifically but I know what depression is. I 


know what it feels like. It’s very hard to get out of that mental downward spiral. 


There you have six problems associated with public speaking. 


Did any of those resonate with you? Do you have any of those problems that are associated with 


public speaking? 


I believe that it’s very important to put a name to your problem. Being able to understand your 
problem better and understand the issues you have allows you to look at solutions to your 


problems. 


But if you are having anxiety and you are treating it like a small amount of nervousness, or you 
having panic attacks and you are just treating it like you are a little bit stressed you probably 


aren’t going to overcome that situation. 


If you are just dealing with a panic attack in the way that I deal with a little bit nervousness when 


I get up to speak then it’s probably not going to work for you. 


It is very important to understand your problem, what’s going on with you so that you can then 


begin to learn more about it and begin to overcome it. 


Lack of Confidence 


If you don't have confidence in yourself, you'll risk alienating the audience. Being obviously 
nervous is especially problematic because “when we are nervous, listeners are more likely to 
focus on negative vocal and visual cues,” says author Cheryl Hamilton in “Essentials of Public 
Speaking.” Allowing time to prepare and practice beforehand helps speakers gain the sense of 


control necessary for the audience to trust and believe the message. 


Lack of Attention to Audience 


Make sure you know the audience, or the presentation will be unsuccessful. Researching their 
ages, culture, values and current level of knowledge is essential to shaping the speech’s tone and 
content. Failing to relate the material to the audience, to maintain eye contact and to read their 
expressions can negatively affect how your speech will be interpreted. Explaining how the 


material benefits listeners personally and using anecdotes attracts the audience’s attention. 


Lack of Organization 


You can lose credibility by not spending enough time gathering and organizing material. 
Conducting research about the audience, topic and sources are preliminary steps. Arrange the 
information into an attention-getting introduction, craft a paragraph for each of the three most 
important points, follow them with a conclusion. Attempting to speak on the fly invites disaster. 
It's standard practice to create an outline or put information on note cards to refer to as you speak. 


This method helps both the speaker and audience stay on track. 


Lack of Preparedness 


Practice the speech in full before delivery. Saying the words helps speakers hear: where they are 
rushing words; where to improve word flow and voice intonation; and how to project enthusiasm. 
Using technology or other visuals beforehand makes it possible to catch glitches that could 
otherwise disrupt the actual speaking event. Rehearsal also improves familiarity with the material, 


enabling speakers to field questions and maintain credibility. 


Lack of Time Management 


Run through the speech to ensure it meets time requirements. Many speakers run overtime 
because they have not adequately rehearsed and timed the delivery of their material. “If you are 
speaking for 10 minutes, rehearse for about eight,” advise Ronald Adler and Jeanne Elmhorst in 


their book “Communication at Work: Principles and Practices for Business and Professions.” 


4.11) Some measures to improve public speaking skills 


You Can Make Better Eye Contact Eye contact is an essential part of delivering a successful 
presentation. Audience members feel more engaged in your presentation and what you have to 
say when you make an effort to look at them and establish rapport by locking glances. Eye 
contact is a nonverbal communication skill that can help your presentation, and memorizing the 
presentation's content allows you to spend more time scanning your audience and less time 


looking at note cards or your visual aid for prompting. 


You Sound Like an Expert When you memorize what you want to say in your presentation, you 
are able to deliver the material in a confident manner, which makes you sound like an expert. 
Audiences will feel more confident in your knowledge of the information you present if you are 
speaking naturally and with ease, as opposed to reading your information off of note cards. As 


such, your audience may put more trust in what you have to say when you memorize. 


You Can Avoid Distracting Speech Words such as "um," "like," "you know" and "right" can be 
distracting when used continuously throughout a presentation. Presenters do not always realize 
that they are using these filler words, but they can minimize the accidental use of them by 
memorizing their presentations. When you memorize a presentation you know what you want to 


say beat by beat, leaving very little room for stumbling over words or adding unnecessary ones. 


You Can Move Around Memorizing your presentation content allows you to be free so that you 
can move around comfortably and naturally in front of your audience. When you don't memorize, 
your material you might feel like you need to stay stationary -- in front of the podium -- so that 
you have access to your notes. This physical presentation behavior is awkward for audience 


members because it gives off the impression that you do not know the material as well as you 


should. Vary your positions and gestures during a presentation and to never speak to your notes or 


your visual slideshow or charts. 


Research and study your topic to ensure you have full understanding. Educate yourself on the 
subject of the presentation and your presentation points so that you feel confident in your 
knowledge of the topic. Imagine any questions your audience might ask, and research the 


answers. 


Practice your presentation as much as possible. Practice in front of the mirror, or record 
yourself with a camera or a voice recorder. Ask friends and family to listen to your presentation 


and offer feedback. 


Organize your materials so that you can quickly and easily access them. Prepare notes, props 
and audio or visual aids in the order they will be used. Prepare a small outline of your 


presentation to keep you on track. 


Brainstorm every possible problem that could arise, and think of solutions. Consider what 
alternative media options you will use in case of a malfunction, if you are using technological 


aids. 


Visualize yourself successfully giving your presentation. Imagine walking up to the podium, 


greeting your audience and giving your speech from beginning to end. 


Practice in the presentation space beforehand, if possible, so that you can familiarize yourself 
with the equipment and space. Go through your entire presentation, including the use of your 
audio or visual aids. Arrive at the presentation space early the day of the event to allow yourself 


time to prepare your materials and calm your nerves. 


Take deep, slow breaths before getting up to start your presentation. Tense and release your 


muscles and hands to relax your body. 


Take a moment to visualize a time when you felt confident before stepping up to begin your 
presentation. Remember how that moment felt, and harness that confident feeling as you stand to 
begin your presentation. Continue to project this confidence throughout your presentation. 


Choose a compelling topic, although in some cases a topic may be mandated by the teacher. 


Focus on topics that interest and excite you, as this energy and enthusiasm will make your speech 
more compelling. Select a cause you are passionate about, a subject that interests you, or a hobby 
you enjoy. Avoid settling for a topic you don't care about, which will almost inevitably lead to a 
lack lustre speech. Create an outline will allow you to most effectively track your arguments and 
make sure that your material is arranged in a way that makes sense. Listeners should be able to 
easily understand your trajectory as your move from sentence to sentence, point to point. 
Understanding the path you want your speech to take will help you write more quickly--and be 
able to focus on making your speech interesting and eloquent. Write the speech. While this may 
be the most difficult part, the preparations you have already made will simplify the process. Focus 
on using descriptive phrases, anecdotes and powerful arguments that will engage your audience 


and keep them interested. 


Rehearse your speech. Make changes as you hear awkward phrases, unclear points or a point 
that doesn't seem to flow intuitively from the statement before it. As you read aloud, you will 
really begin to hear how your speech will sound to others. Once you have fully revised your 
speech, keep practicing, this time focusing on presentation. Indicate where to place dramatic 
pauses, interject humor or grow aggressively questioning. Ask a parent or friend to listen to your 
speech and give feedback on your content and delivery. Don't be concerned if you end up making 


significant changes to your speech, as you are just making it more effective. 


Before the Presentation Sleep well on the night before your presentation. Being well-rested 
will help you relax. Prepare and rehearse intensively the script of your presentation. Being 
unprepared causes your stress level to increase during the presentation, decreasing the overall 
quality of your performance. Use any relaxation or meditation technique you are familiar with a 
couple of hours before the presentation. If you don't know any such technique, simply lie down in 
a quiet place, close your eyes and invoke positive thoughts. Wear professional but comfortable 


clothes. An outfit that is too tight could increase your anxiety level. 


During the Presentation Make eye contact with each person in the audience. If you see someone 
with a friendly face, look at him whenever you experience anxiety. However, do not stare at him. 
Speak clearly and at a slightly slower pace than your normal speech. Speaking too fast doesn't 
leave you enough time to think about your next topic and could cause you to become more 


nervous. Breathe regularly while speaking. This will allow you to control your breathing pattern 


and help you to relax. Avoid taking tranquilizing drugs before your presentation because they can 


cause excessive fatigue. 


4.12) Ways to become a better public speaker 


1) The best practices include watching your body language, studying what works well for talented 


public speakers, practicing breath control, and preparing well in advance of your presentation. 


2) Watching and learning from exceptional speakers offers one of the best ways to improve your 
own public speaking skills. When you watch these individuals, take note of their body language. 
You'll find that it tends to remain open and inviting. They use their arms and hands in ways that 

accentuate their key points. They also avoid unnecessary fidgeting and wisely use the space 


provided to them to capture the audience's attention. 


3) Pay particular attention to how speakers pace themselves. They tend to take their time and 
deliver their words intentionally. Additionally, they use pauses to keep the audience engaged and 


do not rush themselves. They may use humor or anecdotes in appropriate and effective ways. 


4) Relax Your Body Language -A fear of public speaking can make you feel tense, which 
negatively affects your body language. The best public speakers maintain proper posture, make 
eye contact with the audience, and move in ways that look natural. 

Good body language improves your performance and helps the audience take in and remember 
what you say. Avoid putting your hands in your pockets or crossing your arms. Instead, start with 


your arms at your side and use purposeful hand gestures as you make your points. 


5) Practice Voice and Breath Control - Breath control can help you do this. Practice using your 
stomach to push air in and out of your lungs. Before you begin public speaking, take 10 slow, 


deep breaths. 


6) Prepare Talking Points Before you give a speech, prepare a series of talking points that 
contain the key messages you want your audience to know, feel, and understand by the time you 
have finished speaking. Start with 3-5 broad messages, then outline several underlying points that 
support each message. Organize your talking points in chronological order, starting with the 


message you want to cover first. 


7) Know Your Audience -Before you give a presentation, take the time to understand your 
audience so that you can tailor your speech to them. Think about what is important to them and 


what they are most likely to find useful. 


8) Rehearse -One of the best ways to improve your public speaking skills is simply to practice. 
Through repetition, you can iron out your messaging and find better ways to phrase certain parts 
of your presentation. Once you have rehearsed your speech multiple times, you will naturally feel 


more comfortable giving it in front of an audience. 


9) Take a Public Speaking Class -By taking public speaking classes, students gain critical skills 
that rapidly improve their ability to speak and present to audiences. They also gain confidence as 
they learn from experts and rely on their peers for support. If you have a fear of public speaking, 


you can connect with fellow students dealing with the same challenge. 
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